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DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

&oo 
101 

102 

103 

ACCOUNTING RECORDS 

Bad Checks Records 

105 

106 

(Includes correspondence/transmittals for 
uncollectible checks). 

Bank Deposits 
(Includes correspondence/deposit slips for 
ban® deposit operations}. 
Bills/Invoices 
(Includes coprespondence/invoiceg/bills for 
fiscal operations}. 

""-Budget Records 
(Includes correspondence/estimates for budget| 
preparation and submission,). 

Capital Budget Records 
(Includes correspondence/estimates for capita] 
expenditures}. 

Mail Request Records 
(Includes correspondence/internal/external 
requests for accidenjt, photos, and incident 
reports). ^ 

Cutoff at end of calendar 
year. Retain for 2 years, 
then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years, 
then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years, 
then destroy." 

Cutoff at end of calendar 
year. Retain for 2 years* 
then destroy. 

Cutoff at end of calendar 
1 year. Retain for 2 years , 

then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years , 
then destroy. 
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2 U 4 

Purchase Orders/Requisitions 
(Includes purchaseeorders/requistions Cor 
supplies and equipment!, 

Report Sales Receipts 
(Includes receipts/for police accident/Incident 
photo/arrest ..r*̂ **-* s^**"). 

Revenue Receipts/Tranamittals 
(Includes receipts/transmittals for revenue 
troia police records sales\. 

ADMINISTRATIVE RgCORDS 

Bills/Resolutions 
(Includes proposed/passed county/state/federal 
bills/resolutions for public safety operations) 

Federal .Bills 
State Dills 

Contractual Records 
(Includes correspondence/agreements/perraits for 
contractual services and Information disclosure 

Correspondence (Administrative) 
(Includes iternal/external correspondence for 
police information management operational. 

Directives Records 
(Includes administrative directivef/orders/pro-
cedures/executive orders/regulations for proper 
ty, information, snd personnel rv»arJa 3e^«,4 
operations). 

County Government 

Departmental 

Division 

External Directives 

ftivi&lon Minutes 
(Includes mlnutesoof meetings created by 
Division Director). 

Cutoff at end of calendj 
year. Retain for 2 years 
then destroy. 

Cutoff at end of calendar! 
year. Retain for 2 years> 

then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years ( 

then destroy. 

Retain until amended or 
repealed, then destroy. 

Destroy 1 year after dat< 
of expiration. 
>. 
Cutoff at end of calenoai 
year. Retain for 2 years 
then destroy. 

I^atrpy when superseded ©aj 
or obsolete. 

Destroy when^auperaeded 
or obsolete. 

or obsolete. 

Destroy v /Super 
or obsolete. 

Retain permanently. 
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to 

Inventory Records 
(Includes acquisition records for inventoried 
fixed and non-fixed assets). 

Laws/Regulations 
(Includes local/state/federal lava/regulations 
passed by County Council, Maryland General 
Assembly, and U.S. Congress, including execu
tive branch Issuances). 

County Ordinances 
Federal Laws 
State Laws 

Other State Laws 

Destroy when superseded 
annual inventory and/or 
obsolete. 

Retain until amended or 
repealed, t h e n destroy. 

Legal Opinions/Advi Records 

(Includes legal opinions/advisories for police 
public information disclosures). 

Organisation Records 

Destroy when supersede 
obsolete. 

(Includes staffing charts/related materials). 

Planning Records 
(Includes correspondence/plans/reports for 
projects management operations). 

Project Records 
(Includes correspondence/projects associated 
with police management operations/practices). 
Property Xarn-ln Record* 
(Includes corresspondence/reports for office 
equipment surplus/transfer/disposal operations) 

Records Management Files 

(Includes records retention schedules/transfers 
receipts/disposal certificates). 

Records Disposal Certificates 

Records Retention Schedules. 

Retain permanently. 

Cutoff at end of calendar 
year. Retain for 2 years, 
tnen destroy. 

Cutoff at end of calendar 
year. Retain for 2 years, 
then destroy. 

Cutoff at end of calendar 
year. Retain until proper-! 
ty inventory updated, theij 
destroy. 

Retain permanently. 

Destroy when superseded 
or updated. 
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destroy when off-site records 
destroyed. 

Cutoff at end of calendar year. 
Rateln for 3 years. then 
destroy. 

Cutoff at end of calendar year, 
fletaln for 10 years, than 
destroy. 

Cutoff at end of calendar ysar. 
ftstaln for ID years, then 
destroy. 

Cutoff at <wd of calendar year. 
Retain for 3 years, then 
destroy. 

ijestroy when no Ion9sr useful. 

Cutoff at enc of calendar yeaf. 
Retain for 2 years, then 
destroy. 

Cutoff at end of calendar year. 
*eta1n for years, tnon 
destroy. 

Records Trans fers/Kecalpts 

keports/Stat1st1cs 

(Includes reCMrrlng/non-recurring i4ane«,e©ent 
Information reports). 

Colaputer Uownti w Hueords 

^vonthly Activity i*eords 

Service Indicator Records 

Xerox Hecords 

nther Aom1n1s t r a i l s Keports 

(Includes recurrin^/non-recurrlng/spttclal atiirrlnlstratl ve, 
»«naqes«nt reports). 

Suopoona/oreer toco res 

(Includes wrrjxwdence/subpoenaes/orders for c iv i l/ 
criminal depositions). 

Teletype tocords 

(Includes telacowmunlcations messages for agencywlue 
Information purposes). 

COMPUTER ^COJBO^ -" " • 

(Includes computerised dispatch, Incident, accident, 
traffic, alcohol, precious Metals, property, adult, 
juvenlU, and fingerprint Information stored in 
cot.iputer disks and tapes 
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